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(9-1-53) Xo be juboitted to thy Records Management Division

Hall of Records Hall of Records Commission
Commission

1, Requesting Agency
WASHIBOTOH SUBURBAN SSSTtKSX COMMSSIOH

SCHEDULE NO. +/

If

Page Not 1
2. Division or Bureau of Requesting Agency

OFFICE OF "PERSONNEL".'. 7,
3, Authorization Requested (Check only one of the squares below)v

B C
Dispose of present
accumulation* Ho

additional accumulation
is anticipated. Records
have .ceased to have
value to warrant reten-
tion.

Establish retention sche-
dule for records for which

there is a continuing accumu-
lation. The records will cease
,to have value to warrant their
retention after the period of
time indicated.

Microfilm and destroy ,
originals. Originals,!

if not microfilmed would* •
be retained for the period
of time indicated.

U .
Item

No.

3*

5, Description of Records
^escribe records accurately. Include t i t l e , form number,
purpose, size of documents, inclusive dates, quantity (cubic
or linear feet) , and show recommended retention period.

HJDIVIDOAL RECORD OF TE4RI2 KARHIKG5
Phis form, A 612 (10" x 20°) , indicates the weekly, monthly*
and annual earnings a id a l l deductions. The fora i s ruled
far one year's entries* a new card being prepared each year,
The cards are f i l e d alphabetical ly and occupy 30 drawers
(15 cubic f e e t ) far the year 1943 t o 1953* Cards for t i e
years 2949 thro 1552 have been microfilmed and the or ig inals
returned to the f i l s ,
*EGOKMEHBATIDNi MlcrofllB ffiwwia^y after audit mnfll destroy
ths cards* Hlcroflln copies to be retained peraanently,

PERSONNEL RECORD
Phis form, E-/.06 (6$* x H " ) , i s a service record, or h i s tory
sard of the individTial employee. The fora was f i r s t used i n
1943* baaio iofoxmatioa re lat ing t o a» employee prior t o that
bine has been posted t o the Beeord. The arerag* maabor of
sBployees l e 1,300 although the xns&bsr increases each year,
'he turn-cm- i n personnel* part icularly l a t h e Refuse -
ioUeetion Departoenfc i s quite high. The higfe taraoirer i n
»raonnel i s necessar i ly ref Iseted i n the r a t e of aocxopL<
Latlon of Personnel Record forms. This fora i s a part of
&e personnel folder*
2ECOI82EHDATIOBt Retain for f ive years after separation of
mployee and then n ierof i3a | r e ta in ad&rafito peroanantly.
ind destroy original*

0XALFX OATH
Certification of Employee or Keaber of OoBD&issiQn Pursuant

See Extension Sheet

Agency, Division or Bureau Representative

Supervisor of Record Survey

6, Recommendation
of Hall of Rcr
cords and Board
of Public Wcrksi

See Intension Sheet
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Jj&n
Signature Title Date

Schedule- Authorized as Indicated in
Col. 6 by JIall of Records Commission

i±i,o/s3 yv^wv^j^.

Disposal Authorized as Indicated in
Col* 6 by Board of Public Works.

Date Signature
DEC 1 4 1953_
Date Signature
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5>. Descr ip t ion of Records
Describe records a c c u r a t e l y , Include t i t l e , form number,
purpose, s i z e of documents, i n c l u s i v e d a t e s , quan t i t y (cubic
or l i n e a r f e e t ) , and show recommended r e t e n t i o n pe r iod .

to tb* Provisions of Subversive Activities Act of 3$4$*
f<ma A-920 (&jp x 11")• th i s fora must be retailed
permanently. I t la retained in the employee's Personnel
Folder. Loyalty Oaths are fi led i n the Personnel Folder,
they occupy an estimated I f cubic feet ,
RECOlflSimfiTIOHi ilicxofilm with the Personnel Record five
years after tbe employee separates from the Gosmission's
employment* Tha orginial of the Loyalty Oath and the
microfilm to be retained permanently*

K - ' ^
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fUT^jM irvisor of Record Survey

6, Recomaendation
of Hall of Re-
cords and Board
of Public Works.

See Extension Sheet
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1. Requesting Agency
TfASHIBGTOT STBURBAN SANITAOT COM*

2 . D i v i s i o n or Bureau of Requesting Agency

OFFICE OF FERSQBHEL

3
Item
No.

U. Description of Records

*i»':. The recoamendation that these three items - Record of Yearly Earnings,
, Personnel Record and loyalty Oath » be adcrof Used ia based on a recent
snrviey of the files regarding their use, space requirements, statutory
requirements and oparating needs* The fact that microfilming had already
been accomplished for the for the Record of Yearly Earnings cards for tho
period 19b9 through 1952 w a not a determining factor in making this recoa-
mendation, but rather consideration was given to such procedure based on
the actual need. ;' _
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